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VIRGINIA BOARD OF LONG-TERM CARE ADMINISTRATORS
BYLAWS

Articlel. Officers
Election, Ter ms of Office, Vacancies

1. Officers

The officers of the Virginia Board of Long-Term Care Administra (Board) shall be a Chair
and a Vice-Chair.

2. Election.
The Board shall annually elect its officers at its regularly schedullydmeeting.
3. Termsof Office.

The terms of office of the Chair and Vice-Chair shall be faiwes months unless their term on
the Board expires before that time. No officer shall be eégiblserve for more than three
consecutive terms in the same office unless serving an unexpired term.

4. Vacancies.

A vacancy occurring in any office shall be filled by agpkelection at the next meeting of the
Board.

Articlell. Dutiesof Officers
1. Chair.

The Chair shall preside at all meetings and conduct all businesaling to the Administrative
Process Act and Robert's Rules; shall appoint all committeespexwhere specifically
provided by law; shall appoint agency subordinates; shall sigificags and documents
authorized to be signed by the Chair; and, may serve as an ex-officio membmnaftees.

2. Vice- Chair.
The Vice-Chair shall perform all duties of the Chair in the absence ofthie C

Articlelll. Dutiesof Members
1. Qualifications.

After appointment by the Governor, each member of the Board shalvitr take the oath of
office to qualify for service as provided by law.

2. Attendance at meetings.

Members of the Board shall attend all regular and speciatings of the full Board, meetings
of committees to which they are assigraed! all hearings conducted by the Board at which
their attendance is requested by the Executive Director, uptesented by illness or other
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unavoidable cause. In the case of an unavoidable absence of any ntembany meeting,
the Chair may reassign the duties of such absent member.

ArticlelV. Meeting
1. Number.

The Board shall schedule at least three regular meetings in eachiyleéinewight to change

the date or cancel any board meeting with the exception that a minimum of one baard mee

will take place annually. The Chair shall call meetings at any timertduct the business of

the Board and shall convene conference calls when needed to act on summary suspensions and
settlement offers. Additional meetings shall be called by the Chair upormittenwequest of

any two members of the Board.

2. Quorum.

A majority of the members of the Board shall constitute a quorum at any meeting.
3. Voting.

All matters shall be determined by a majority vote of the members present.

ArticleV. Committees
1. Standing Committees.

As part of their responsibility to the Board, members appointedcmmmittee shall faithfully
perform the duties assigned to the committee. The standing coesofte¢he Board shall be
the following:

Legislative and Regulatory Committee
Credentials Committee
Special Conference Committees

2. Ad Hoc Committees.

The Chair may appoint an Ad Hoc Committee of two or more membéne 8oard to address
a topic not assigned to a standing committee.

3. Committee Duties.
a) Legidative/Regulatory Committee.

The Legislative/Regulatory Committee shall consist of twmore members, appointed by the
Chair. This Committee shall consider matters bearing upon atdtéederal regulations and

legislation and make recommendations to the Board regarding padittgrs. The Committee

shall conduct a periodic review of the laws and regulations. Propbsedes in State laws, or
in the Regulations of the Board, shall be distributed to all Bosthbers prior to scheduled
meetings of the Board.

b) Credentials Committee.

The Credentials Committee shall consist of two or more menapgsinted by the Chair and
shall review all non-routine applications for licensure to deternfiittee applicant satisfies the
requirements established by the Board. The committee skisiweequests for extensions of
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time to earn continuing education and may grant such requests for gsmlaraa one-time
basis. The Committee shall not be required to meet collectivetpmplete initial reviews.
The committee chair shall provide guidance to staff on the aitibe taken as a result of the
initial review.

c) Special Conference Committees.

Special Conference Committees shall consist of two or more merappointed by the Chair

and shall review investigation reports to determine if there is pleltause to conclude that a
violation of law or regulation has occurred, hold informal fact-findingferences and direct
the disposition of disciplinary cases. The Committee shall notdpered to meet collectively

to complete the initial review. The committee chair shall plewjuidance to staff on the
action to be taken as a result of the probable cause review.

ArticleVI. Executive Director
1. Designation.

The Administrative Officer of the Board shall be designatedBkecutive Director of the
Board.

2. Duties.
The Executive Director shall:

a) Supervise the operation of the Board office and be responsible fasridaat the staff and
the assignment of cases to agency subordinates,

b) Carry out the policies and services established by the Board,

c) Provide and disburse all forms as required by law to include, but nimibed to, new and
renewal application forms.

d) Keep accurate record of all applications for licensure, maiatdile of all applications and
notify each applicant regarding the actions of the Board in resgongeir application.
Prepare and deliver licenses to all successful applicantsp &e& maintain a current
record of all licenses issued by the Board.

e) Notify all members of the Board of regular and special mgetof the Board. Notify all
Committee members of regular and special meetings of Coeesitt Keep true and
accurate minutes of all meetings and distribute such minutes Botrd members prior to
the next meeting.

f) Issue all notices and orders, render all reports, keep all remoddsotify all individuals as
required by these Bylaws or law. Affix and attach the set#i@Board to such documents,
papers, records, certificates and other instruments as may be direced by |

g) Keep accurate records of all disciplinary proceedings. Receidecertify all exhibits
presented. Certify a complete record of all documents wheaadewherever required by
law.

h) Present the biennial budget with any revisions to the Board for approval.



Guidance Document: 95-8 Revised May 5, 2009

ArticleVIl: General Delegation of Authority

1. The Board delegates to Board staff the authority to issue and renew licegiséstions and
certificates where minimum qualifications have been met.

2..The Board delegates to the Executive Director the authority to reinstateds, registrations and
certificates when the reinstatement is due to the lapse of the licegisgaten or certificate and not
due to previous Board disciplinary action unless specified in the Board order.

3. The Board delegates to Board staff the authority to develop and approve any@mnasalised in
the daily operations of the Board business, to include, but not limited to, licensuratapsic
renewal forms and documents.

4. The Board delegates to the Executive Director the authority to sign aslemgi@rder or Board-
approved Consent Order resulting from the disciplinary process.

5. The Board delegates to the Executive Director, who may consult with a spebtesence
committee member, the authority to provide guidance to the agency’s EnforcemsiarCin
situations wherein a complaint is of questionable jurisdiction and an investigatiomotriag
necessary.

6. The Board delegates to the Executive Director, who shall consult with a menalspexfial
conference committee, the authority to review information regardingealleiolations of law or
regulations and determine whether probable cause exists to proceed with possiieaty action.

7. The Board delegates to the Chair, the authority to represent the Board iremsthace Board
“consultation” or “review” may be requested where a vote of the Board is not ikquitlea meeting is
not feasible.

8. The Board delegates to the Executive Director the selection of the agboaoyisate who is
deemed appropriately qualified to conduct a proceeding based on the qualificatfmsudfdrdinate
and the type of case being convened.

ArticleVIII. Amendments

A board member or the Executive Director may propose amendments to thesel@yimesenting
the amendment in writing to all Board members prior to any scheduled mektivegBoard.
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